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TOP TEN PITFALLS AND HOW TO AVOID 
 
1. Who Am I? 
 

Remember to check the party ROLE drop down menu for the party you 
add and identify their role in the case, i.e. debtor, creditor, plaintiff, etc. 
 

 
2. Where Am I? 
 

The debtor’s county of residence determines the divisional assignment, not 
by where it is convenient for counsel to attend the 341 meeting. 
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3. Matrix, Matrix. Who’s got the matrix? 
 

The matrix is part of the bankruptcy petition software.  When entering a 
case via Open a BK Case, you must still remember to initiate a separate 
step to upload the creditor matrix file into the database.  Note:  This does 
not apply if you use the Case Upload option.  A browse option appears to 
select your matrix.  If you use the “One Touch” system with software 
packages this also uploads the creditor matrix. 
 

 
 

 
 

4. Every document is unique and deserves its own name. 
 

When you fail to give unique names to documents you scan, you will 
undoubtedly soon be unable to find anything in your documents folder.  
Refer to User’s File Guide Part 1, Chapter: Document Preparation, 
Section: File Name for hints on naming files. 
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5. The term verifications stems from “verity” or truth. 
 

Attorneys should not file verifications or amended documents without first 
having secured their client’s approval and original signature on a 
document.  The document is retained in the attorney’s file. 
 

6. Ooops I did it again! 
 

You probably don’t need a Motion to Withdraw a Document that is 
incorrectly filed.  Use the code Withdrawal Document in Other/Misc. 
 

 
 

7. More creditors than you know what to do with? 
 

If the debtor has found more creditors after the bankruptcy has been filed, 
it is the attorney’s responsibility to file amended schedules, matrix and a 
notice with the court.  It is also the attorney’s responsibility to notice the 
added creditor(s) of the bankruptcy and all applicable deadlines in addition 
to paying the court the $20.00 filing fee.  Refer to User’s Guide Part 2, 
Chapter: Processing Motion, Section: Amendments. 
 

8. Avoid embarrassment.  Have an adequate credit card balance. 
 

If the attorney files a pleading or a case and the credit card is declined, 
there can be an entry on the court docket indicating the card was declined.  
ECF sends an e-mail to all participants in the case. 
 

9. How come the attorney didn’t get the e-mail? 
 

DID YOU CHECK THE ASSOCIATION BOX WHEN THE FIRST 
PLEADING WAS FILED IN THE CASE? 
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Did you change any address information when the attorney was added to a 
case?  If an attorney is added to a case and the filer edits the attorney 
information on the screen, a new record is created for the attorney.  This 
new attorney is NOT registered for ECF, does NOT have an associated 
login and password and will NOT receive e-mail in the case.  MODIFY 
ATTORNEY INFORMATION USING UTILITIES, MAINTAIN YOUR 
USER ACCOUNT. 
 

 
 

 
 
The attorney is only in the database one time. 
 
His database address is shown below. 
 

 
 
After filing the document in a case, he receives an e-mail of the 
transaction. 
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Mr. Miller decides to changes his address with entry of the next case. 
 

 
 
Now Mr. Miller will not receive e-mail for his next case though he 
retained his e-mail address.  The new party record is not registered for 
electronic filing. 
 
Also, there are now two attorney records in the database for Mr. Miller. 


